Colon

A colon precedes a
second clause that
provides more info
about the first. It can
introduce a series or
quotation, and is
used after a greeting

in business documents.

Dgative sentenc

Punctuation Marks

Exclamation Mark

An exclamation mark
indicates the end of an
exclamatory or
imperative sentence.

Parentheses

Parentheses enclose
secondary information.
Brackets [ ] are used

to modify another
person’'s words, for
example to add a
missing word or
editor’s note.




